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Assign Funds Training Module Overview 
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Description:  This training module will take you step-by-

step through the Assign Funds module in the 

Regional Business Application (RBA) 

Integrated Task Order Management System 

(ITOMS) component. 

Navigation:  If the tutorial opens up in your web browser, simply click your mouse or your space bar to advance to 

the next slide. Use the “Backspace” key to go back. If the tutorial opens in the PowerPoint application, click on 

“F5” to view the tutorial. Use the spacebar or click your mouse to advance to the next slide.  To go back, click on 

the “Backspace” key.  



Assign Funds Glossary 

3 

Term Definition 

ITOMS Integrated Task Order Management System 

Funding Document ITOMS module that stores detailed client funding information derived from 

Client Agency Official Funding Documents which are used to assign funds for 

orders. 

ACT Number Account Control Transaction Number. Each Order must have a unique ACT #. 

Total Available  Display field in Funding Table on Fund Task Item form. The Total Available 

value displays the amount available on the citation without deducting any 

dedications – only actual obligation amounts are deducted. 

Obligated Amount Total dollar amount from each citation of a Funding Document assigned 

against orders. Cannot exceed Value Amount of the funding document.  

Unassigned Amount The Value Amount minus the Obligated Amount of a Funding Document. 



Assign Funds Privileges 
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User Role | Action Create Edit View 

Funds Manager and 

Funds Manager w/ Sign    
All other GSA ITOMS Roles 

 
Client 

Contractor 



Within the Pre-Award Workflow Context 
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Dedications made on the CERT in ITSS flow down to ITOMS as 

action items. Funds Managers have the ability to accept dedications 

as-is, edit dedications, or reject dedications. Upon approval of funds 

in Assign Funds, all dedication records are obligated. 



ITOMS Homepage / GSA user 

6 

All orders Sent to FM for approval of 

funds (obligation of funds) are 

displayed within the Assign Order 

Funding Action Folder 



Assign  Order Funding / Funds Manager role 
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Select an order to obligate funds 



Assign Funds / Top 1/2 of form / Funds Manager 
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Enter a unique ACT Number 

for the order 

View total amounts for the entire order 



Assign Funds / Bottom 2/2 of form / Funds Manager 
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The Modified Task Items datagrid 

shows the user a list of task 

items that require obligations. 

 

Task items that have had no 

change in funding and thus do 

not require fund obligation, are 

not displayed in this datagrid. 

The Task Item 

Details section and 

the Task Item 

Subtasks datagrid 

display financial 

data for a single task 

item. 

 

If the user selects 

another task item 

then these sections 

will refresh with data 

specific to the 

selected task item. 

Select a task item from a drop-down list of all active 

task items. 



Assign Funds / Bottom 2/2 of form / Funds Manager 
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View the dedication 

amounts by the Task 

Item Cost to GSA and 

the Task Item Fee as 

submitted on the ITSS 

Fund Task Items page 

The Task Item 

Subtasks (TOFs) 

datagrid displays all 

citations used to 

dedicate funds on the 

ITSS Fund Task 

Items page 

View information about the task item as 

submitted on the Dollars Subform of the 

associated Market Analysis, Directed 

Buy, or Order Mod 



Assign Funds / Bottom 2/2 of form / Funds Manager 
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Select the Budget Fiscal Year 

(BFY) for each Task Item 

Funds Managers can Add/Replace Funds or Reject/Delete Funds.  

Click on the Add/Replace link to open the Choose Funds window.  

To reject/delete funds, select a citation and click the Reject/Delete Funds link. 



Choose Funds / Funds Manager 
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Filter by specific text by entering 

Search Input. 

 

Use * to perform a wildcard search 

and return all available funds. 

Click Apply Citation to add the 

citation to the Assign Funds page 

The Choose Funds 

window only returns 

citations that have: 

• Available > 0 

• Matching BA Code 

Click the Search By drop-down 

to select the field to search on. 



Assign Funds / Bottom 2/2 of form / Funds Manager 
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Scroll right on the  

TOFs datagrid to add 

a dedication amount 

or edit an existing 

dedication amount 

Click Save once all task items have been obligated. The system 

will run validations on each task item’s obligations and Budget 

Fiscal Year (BFY). It is not necessary to click Save in between 

obligating individual task items; the system keeps track of all 

task item obligation data until the user clicks Save or Cancel. 



Assign Funds / Top 1/2 of form / Funds Manager 
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Each task item must have their funds fully dedicated in order to fund 

the order. 

 

The order’s funding status will not update to FUNDED until each task 

item requiring funds has been obligated. 



Assign Funds – Order Funded / Top 1/2 of form / Funds Manager 
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Upon submission of the form, if the data 

passes all validations then the status of 

the order leg will be updated to 

FUNDED and a message is displayed 

to the user 

Upon submission of the form, the system will validate whether 

Separation of Duties rules have been violated and will display a soft 

validation message if one user is selected for multiple roles on the 

order: 

 

 

 

 

 



Next Steps… 

16 

Once the order is funded GSA 

users have the ability to create a 

Purchase Order in ITSS 



Federal Acquisition Service 

U.S. General Services Administration 

Questions & Support 

 For questions regarding AAS Policy please contact 

randy.matlack@gsa.gov or robert.niewood@gsa.gov 

 For questions regarding the RBA Assign Funds 

training module please contact RBA Technical 

Support:  

 Phone: (877) 472-4877 

 Email: AASBS.helpdesk@gsa.gov 
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